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	Activity
	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: 01
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Elizabeth Parino
	SUPERVISOR'S CLASS: Administrative Officer II, (RA)
	personnel analyst: Jennifer Dong
	personnel date: 9/7/06
	PERCENT OF TIME: 















95%
	activity: POSITION SUMMARY
A Staff Services Analyst, under supervision of the Administrative Officer in the Office of the Chief Counsel, is responsible for performing technical and analytical work related to contract preparation and issues. 

ESSENTIAL FUNCTIONS
This position requires the incumbent to: 1) make sound decisions; 2) take independent action; 
3) act in a professional and tactful manner; 4) reason logically and creatively; 5) develop and evaluate alternatives; 6) analyze data and present ideas and information effectively both orally and in writing; 7) continually consult with and advise management and others on above subject-matter areas; 8) gain and maintain the confidence and cooperation of those contacted during the course of work; 9) coordinate the work of others; 10) develop and maintain journey-level knowledge of State and departmental procedures in the above subject-matter areas; 11) work cooperatively with others; 12) maintain regular, consistent, and predictable attendance; and 13) exercise good judgement.  The specific essential duties are:

As a contracts analyst: 1) provide advice and assistance to Office program managers in the preparation of service contracts, Third party contracts, Interagency Agreements, Department Service Authorizations, Invitations for Bid, Requests for Proposals, and Requests for Qualifications; 2) interact with the Office of the Attorney General in managing third-party contracts for consultants and oversees billing by Deputy Attorneys General representing the Department in litigation; 3) review Office of the Chief Counsel contracts to ensure agreements are in accordance with appropriate State and departmental rules and regulations; 4) under the guidance of the Administrative Officer consult with Contracts Office and Legal Office staff to determine the most appropriate and expedient method of contracting based on project needs; 5) work closely with program staff to edit contract language that is clear, concise, and technically sound; 6) prepare the entire contract package, including but not limited to bid packages, advertisements in  
	classification: Staff Services Analyst
	appointee: 
	dwr position number: 0130-5157-xxx
	sap personnel no: 
	sap position number: 50000101
	division: Executive/Office of the Chief Counsel
	mcr: 1
	percent2: 










 5%





	activity2: professional publications, consultant memos, task orders, DVBE documentation, sole source justification, exhibits, correspondence, notices of intent to award, and bid protests; 7) handle contracting processes in SAP; 8) review invoices and claims for consistency and conformance with established work agreements; 9) track invoices, payments, and reimbursements to monitor contract balances and ensure compliance with the State’s contracting rules and regulations regarding prompt payment provisions and small business preferences to prevent severe financial penalties for the Department; 10) make recommendations for correction of deficiencies and advise Program Managers on potential impacts to their programs; 11) stay apprised of new laws and regulations regarding the State’s contracting process;  and 12) maintain historical records on contract activities, and prepare contract service detail for the annual budgeting process.

Assist the Administrative Officer, and other legal staff on special projects, including gathering data, creating spreadsheets in Excel, and independently preparing memos and letters regarding legal issues, general legal staff concerns and pertinent information; act as backup to the Administrative Officer.  
	percent 3: 
	activity3: 
	supervisor name: 
	employee name: 


